Delegated Examining Operations Handbook:
A Guide for Federal Agency Examining Offices

U.S. Office of Personnel Management
June 2019



Table of Contents

INTrOAUCHION ... ———————————————— i
Purpose of the Delegated Examining Operations Handbook (DEOH) ............cocccvoeecviecceeeccieeene, i
F 0 Lo 1T o Tt SR i
Y =Y T T=] SR N =T=To [T o SRRSO i
HOW the DEOH IS OrganiZEA .........oooiiee ettt ettt et ee e ste e e ae e e e tae e ere e e saneeeeneeeenns i
Importance of Delegated EXamining..........ccooioieiiiiieieeie e i
Competitive Examining Process FIOW Chart ..o iv
Chapter 1 — OPM and Agency Responsibilities...........cccovvmmmiiiiniciiii e, 11
Section A —What is Delegated Examining AUthOTity? ..........cocooriiininiiieeeeeee e 11
Section B — OPM ReSPONSIDINILIES ........ccceeiiiiiiieiieieee et 1-3
Section C — Agency ResSpONSIDIlILIES .......c.coeiciiiiciie e 1-4
Section D — Delegated Examining Certification Program..........ccccoccoveiieiciii e, 1-10
SECHON E — REFEIENCES ......ooiceiie ettt et e ettt e e ebe e e nreeeans 1-12
Chapter 2 — Identify the Job and its AssesSSments.........cccccvvrrmrnmnnmnnnsn - 21
Section A — Review Hiring FIEXIDIITIES .........coiiiiie e 2-2
Section B — Conduct @ JOD ANAIYSIS ......ccuiiueiiiiiieiiiiere et 2-13
Section C — Identify ASSESSMENT TOOIS ........coruiiiiiiiiieie e 2-17
Section D — Submit Request to the Delegated Examining Officer..........cccovviviviieeiciieiienee, 2-35
SECHON E — REFEIENCES ......oeiceiie ettt ettt e ettt e e e te e e aeeeeans 2-36
Chapter 3 — Recruit and Announce the Job...........cccciiiiiiii 3-1
SeCtioN A — RECIUIIMENT ......oooeeie e e e enre e ere e eaees 3-1
Section B —What is PUDIIC NOCE?.......coo i 3-6
Section C — Create a Job Opportunity ANNOUNCEMENL ..........cceeiieeiieeeee e 3-11

SECHON D — REIEIEINCES ... et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eeeeeees 3-17



Chapter 4 — Accept and Review Applications ... 4-1

Section A — Accepting APPlICALIONS .........oiirieiieee e 4-1
Section B — Reviewing AppliICatioNS. ..........cviiiiiii e e 4-13
R T=Tor (o) s [ Ol o (=T =Y Lo Y= S 4-28
Chapter 5 — Assess ApPPliCants ... 5-1
Section A — Requirements for Competitive Employment .............ccooeiiiiiieciecceceeeeeeee e 5-1
Section B — Rating the APPlICANTES.........cooiiieiee e 5-3
Section C — EXamining PrOCESSES........ccccvie ittt e e 5-26

SECHON D — REIEIEINCES ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eeeeeeens 5-32

Chapter 6 — Certify Eligibles...........cccooiiiiiiiiii s 6-1
Section A — Criteria Outlined in the Job Opportunity Announcement..............ccocoevvevecieeccieeenen. 6-1
Section B — Creating a Certificate of ENGIDIES ............cooiiiiiiiiiee 6-11

Section C — Auditing @ CertifiCate ..........coouiieiiiiee e 6-25
Section D — Objections and Pass-OVErS ...........cccceiiiieiiiieciee e stee st 6-34
Section E — lllegal Selection and Priority Consideration............cccccooeerieniiieeniene e 6-45
Section F — Shared CertifiCates ..........couoiiiiiiiee e 6-51

SECHON G — REFEIENCES ... e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e eeaeeaes 6-54

Chapter 7 — Reporting and Accountability..........cccccciiiiriiimiim 7-1
Section A — Safeguarding the Examining ProCeSS..........ccoiiiiiriiieiiise e 7-1
Section B — Freedom of Information and Privacy ACtS...........ccooiiiiiieiineeeee e 7-4
Section C — Annual internal SEIf-AUILS .........c.coeicii i 7-7
SECHON D — OPM REVIEW ...ttt ettt tee st e s stae e st e e snteeensaeessaeeenseeeenseeennees 7-8
SECHON E — REFEIENCES ..ottt ettt e e et e e e ate e e eaee e ereeeeaes 7-9

L LT | Glossary-1

Appendix A — Sample Interagency Delegated Examining Agreement............ccccouviiiiunnnes A-1

Appendix B — Vendor Criteria List............cuuuueiiiiimmmimmmiiiieiaes B-1



Appendix C — Records Retention and Disposition Schedule..............cccciemcciiiiiinnieean. C1

Appendix D — OPM’s Job Analysis Methodology .........cccoimmiiiceiccnnniiissrececcss e ee e D1
Job Analysis Worksheet for Tasks.........ccuiiiiieiii e D-6
Job Analysis Worksheet for COMPEtENCIES ..........ccueviiiieiciie e D-7
Job Analysis Worksheet for Task and Competency Linkage.........c.ccoeevceiiiciniciie e D-8
Accomplishments WOrKSNEEL.............oi e D-9
Multiple Choice/Yes-No Rating Schedule Worksheet.............coooviiiiiecciiece e, D-10

Rating Schedule Benchmark Worksheet..............oooovieiiiiicie e D-11

Appendix E — Handbook for Agency Test Administrators and Test Control Officers ...E-1

Appendix F — Administrative Careers With America Positions...........cccccemcciiiiiiniincann. E-1
Appendix G — Evaluating Delegated Examining Programs ...........cccmmrmeeecccnnieeseneecnnnes G1
Appendix H — CTAP/ICTAP Charts ......cooeeeeeeemmemeeneeeeenenennnnnnnnssnnnnsnsssssnssssssssssssssssssssssssssnnes H-1
Appendix | — Transmutation Procedures for General Schedule Positions....................... 11
Appendix J — Competitor INVENLOrY .......oceeeiiiiiirrecccr e e J-1
Appendix K — Professional and Scientific Positions .........ccccceecciiiinrrccccccnn e, K-1
Appendix L — Rule of Three Certification and Selection Procedures .......cc...ccccoerrrreeenne. L1
Appendix M — Random Referral (Tie-Breaking) Instructions ............coccviiimmiininiiiinnes M-1

Appendix N — Assessing Applicants with Disabilities ........ccccccovimiciimicccii s N-1



Introduction

Purpose of the Delegated Examining Operations Handbook (DEOH)

The Delegated Examining Operations Handbook (DEOH) is designed to provide assistance to
agencies with delegated examining authority granted under section 1104 of title 5, United States
Code (U.S.C.).

This DEOH applies to competitive examining only. It does not apply to merit promotion, the
excepted service, or the Senior Executive Service (see 5 U.S.C. § 1104). It provides agencies
with guidance, options, and, where necessary, specific operational procedures that are designed
to ensure that examining programs comply with merit system laws and regulations.

Audience

Although the Office of Personnel Management (OPM) delegates examining authority at the
agency headquarters level, agencies may assign examining responsibilities to subordinate
offices, which serve as “delegated examining units” (DEUs).

This DEOH is designed primarily for:

Delegated examining staff;
Test Administrators;

Test Control Officers; and
Human resources offices.

Hiring managers and appointing officials are encouraged to read this DEOH to better inform
themselves about the delegated examining process.

Materials Needed

Use this DEOH in conjunction with:

e Specific authorities cited in the agency’s delegation agreement;
e Applicable laws in title 5, U.S.C.; and
e Regulations published in the Code of Federal Regulations (CFR).

While the information in this DEOH is current as of the date of issue, it is not uncommon for
there to be changes to law or regulation or new precedents that affect how they should be
interpreted. When that occurs, any change to applicable law will supersede the information in



this DEOH. To receive automatic electronic updates to the DEOH, register at
http://apps.opm.gov/listserv_apps/list-sub.cfm?targetlist+=DEOHInfo.

The Chief Human Capital Officers (CHCO) Council advises and coordinates activities of
members’ agencies on such matters as legislation affecting human resources operations and
organizations, modernization of human resources systems, and improved quality of human
resources information. You can access transmittals issued by OPM to the CHCOs/Human
Resources (HR) Directors at http://www.chcoc.gov/Transmittals/Index.aspx.

The Office of Management and Budget (OMB) has made available a web site for Federal
agencies to share information and collaborate with one another. To access the MAX Federal
Community, register at https://max.omb.gov/maxportal/.

How the DEOH is Organized

We have organized this DEOH in a manner that corresponds to the examining process, starting
with recruitment planning and finishing with issuing and auditing certificates.

To help you understand the examining process and the organization of this DEOH, we have
provided a flow chart outlining the major steps of the process (see page iv). The main headings
of the flow chart (outlined in red) reflect the major steps of the examining process. These major
steps are:

Identify the job and its assessments (Chapter 2);
Recruit and announce the job (Chapter 3);
Accept and review applications (Chapter 4);
Assess applicants (Chapter 5); and

Certify eligibles (Chapter 6).

Importance of Delegated Examining

Delegated examining procedures outlined in this Handbook are designed to assist an agency in
complying with civil service laws and regulations, providing a fair and open competition,
recruiting from all segments of society, and making a selection on the basis of the applicants’
competencies or knowledge, skills, and abilities (KSAs), in accordance with applicable rules of
selection.

Recognizing the need for additional education and resources, OPM, OMB, and the Presidential
Personnel Office (PPO) launched the Hiring Excellence Campaign (HEC), “Connecting with
Top Talent,” in 2016. The HEC was designed to assist the Federal Government in attracting
diverse, talented applicants and hiring highly-qualified candidates through engaged and
empowered hiring managers supported by highly-skilled human resources staff. For additional
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resources and practical solutions to overcoming the most common barriers to the hiring process,
see the joint OPM and OMB memorandum, M 17-03, Institutionalizing Hiring Excellence to
Achieve Mission Outcomes, at https://www.chcoc.gov/content/institutionalizing-hiring-
excellence-achieve-mission-outcomes.

As a human resources professional engaged in delegated examining, you have an opportunity to
continue the Campaign by engaging hiring managers throughout the hiring process. Fostering
collaborative relationships with your hiring manages will improve outreach, recruitment, and
hiring outcomes. As depicted on the Competitive Examining Process Flow Chart (see next
page), there are many opportunities throughout the process to engage with your hiring
managers. A fully engaged hiring manager is the key to recruitment and hiring success.

Additionally, OPM has undertaken many hiring reform efforts over the past several years, and
you will see references to them throughout this Handbook. One such area is the “Pledge to
Applicants.” OPM recognizes that a Government’s most important asset is its people. To
attract talented people to the service of the Nation, we believe the application process should
enable rather than deter job seekers. To that end, we will work to provide a hiring process that
reflects these principles.

A user-friendly application process that is not unduly burdensome or time consuming.
Clear, understandable job announcements and instructions for applying.

Timely and informed responses to questions about the requirements and the process.
Prompt acknowledgement to applicants that their applications have been received.
Regular updates on the status of their applications as significant decisions are reached.
A timely decision-making process.

AN S e
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Competitive Examining Process Flow Chart*

Review Hirin Conduct/Review Job
Identify Job and |p| Flexibilities g N Analysis to Identify Identify Submit Request to
Assessments Competencies/KSAs Assessment Tools Delegated Examining Unit
y
Create/Review a
Recruit and - .| Job Opportunity - Satisfy Public
Announce Job " Recruit | Announcement " Notice Requirements
Fy 7'y » Notify Applicants**
No
No
y Review for:
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Accept and Review » ICTAP/CTAP, » Qualifications Review
Applications Veterans’ Preference and
Other Requirements
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\ 4
\ 4
Case Examining
Assess > Rate and Rank >
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Competitor Inventory

Certify Eligibles

\ 4

Put Eligibles in Order

of Selection

(Apply Veterans’ Preference)

P TIssue Certificate

i Select

L

Audit
(Verification)

Shaded boxes involve hiring manager’s participation
*Major steps in the competitive examining process are identified in red.
** Applicants are notified at four touch-points during the examining process (see Chapter 4).
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Chapter 1 — OPM and Agency Responsibilities

This chapter describes the responsibilities that are typically outlined in Interagency Delegated
Examining Agreements between OPM and agencies. This chapter contains the following
sections:

Section A What is Delegated Examining Authority?
Section B OPM Responsibilities

Section C Agency Responsibilities

Section D Delegated Examining Certification Program
Section E References

Section A - What is Delegated Examining Authority?

What is Delegated Examining Authority?

Delegated examining authority is an authority OPM delegates to agencies to fill competitive
civil service jobs through a competitive process open to all U.S. citizens, including current
Federal employees.

Appointments made by agencies through delegated examining authority are subject to civil
service laws and regulations. This is to preserve and protect fair and open competition, foster
recruitment from all segments of society, and selection on the basis of the applicants’
competencies or knowledge, skills, and abilities (KSAs) (see 5 U.S.C. § 2301(b)(1)).

What Does Delegated Examining Cover?

Under 5 U.S.C. § 1104, OPM has delegated to agency heads the authority delegated to OPM by
the President to conduct competitive examinations for positions in the competitive service,
except for administrative law judge positions. Note: Executive Order (E.O.) 13843, signed
July 10, 2018, established Schedule E in the excepted service for the appointment of
administrative law judges. As of the signing of the E.O., no new appointments of
administrative law judges to the competitive service may be made.

How to Obtain Delegated Examining Authority.

To obtain the authority to conduct delegated examining for competitive service positions, your
agency must enter into a signed delegated examining agreement with OPM. This agreement
permits OPM to establish appropriate standards and exercise appropriate oversight, as required

by 5 U.S.C. § 1104. The four steps to obtaining delegated examining authority are:

Step 1:  The agency headquarters contacts OPM’s Employee Services, Hiring Policy
Office and requests delegated examining authority.
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Step2:  OPM drafts a delegated examining agreement for both parties to sign.
Step 3: ~ OPM and the agency HR Director sign the agreement.

Step4:  OPM trains and certifies the agency personnel who will operate the delegated
examining unit(s).

How Delegated Examining Authority is Terminated, Suspended, or Revoked.
Your agency’s delegated examining agreement may be terminated by either OPM or your
agency with 90 days advance notice. OPM may suspend or revoke certification of an agency’s

delegated examining unit at any time, with or without advance notice.

For a sample of the standard Interagency Delegated Examining Agreement, see Appendix A.
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Section B - OPM Responsibilities

Training, Guidance, and Technical Assistance
OPM is responsible for providing you with:

Training, guidance, and oversight in the conduct of delegated examining activities;
Certification for the individuals you have identified to conduct examining operations;
Periodic recertification; and

Operating guidelines and basic technical assistance.

Medical and Qualifications Objections

Notwithstanding any delegation of authority to your agency, OPM retains exclusive authority
to:

e Make medical qualifications determinations pertaining to preference eligibles (5 CFR §
339.306); and

e (rant or deny an agency's request to pass over a preference eligible with a compensable
service-connected disability of 30% or more (5 U.S.C. § 3318). See Chapter 6, Section
D for more information on objections and pass-overs.

Job Information

OPM provides job seekers with up-to-date information about job opportunities and application
procedures through USAJOBS (see www.usajobs.gov).

Oversight

OPM maintains an oversight program to ensure that delegated examining activities, including
any supporting work performed by contractors, are conducted in accordance with applicable
law, merit system principles, and the standards established under 5 U.S.C. § 1104 (b)(1).

If OPM determines that an activity is contrary to any law, rule, or regulation, or is contrary to

any standard that OPM establishes for delegated authority, your agency must take any
corrective action that OPM may require (see 5 U.S.C. § 1104 (¢)).
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Section C - Agency Responsibilities

Fundamental Responsibilities
A delegated examining unit has two fundamental responsibilities:

1. To ensure to the maximum extent possible that the agency’s vacant positions are filled
with the best-qualified persons from a sufficient pool of well-qualified eligibles, and
taking into account veterans’ preference requirements; and

2. To uphold the laws, regulations, and policies governing competitive examination and
selection (see 5 U.S.C. §§ 3304-3319, merit system principles (id. at § 2301), and
prohibited personnel practices (id. at § 2302).

Assessment Instruments

Agencies must develop assessment instruments in accordance with 5 CFR part 300 (see Chapter
2, Section C).

Recruitment and Public Notice

Hiring under the merit system requires you to give members of the public an opportunity to
compete for most vacant positions. Therefore, when you are filling a job through delegated
examining, you must:

e Recruit enough well-qualified applicants to ensure adequate competition for competitive
service positions;
e Provide public notice of the opportunity to compete by listing all job opportunity
announcements on USAJOBS (see 5 U.S.C. §§ 3327 and 3330);
e Provide a suitable job opportunity announcement and an appropriate open period for
receipt of applications, considering;
» The nature of the position(s) to be covered by the job opportunity announcement,
= The promotion potential associated with the position(s), and
» The characteristics of the relevant labor market;
e Specify filing instructions and conditions clearly in the job opportunity announcement;
and
e Justify an open period of less than five calendar days by documenting your rationale in
the examination file.

For more information about recruitment and public notice, see Chapter 3.
Establishing an Agency Policy on Accepting and Processing Applications

Your agency headquarters is responsible for establishing agency-wide policies and procedures
for accepting and processing applications from all applicants, including status applicants, and

clearly specifying filing instructions and conditions in the job opportunity announcement (see

Chapter 4, Section A).
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Forms

You are responsible for acquiring and maintaining adequate supplies of the forms necessary for
conducting examining operations. You may order standard and optional forms through your
normal procurement process. They are also available on OPM’s web site at
www.opm.gov/forms.

You may also use automated documentation methods in lieu of written documentation, or
design and print your own forms. However, you must seek approval from the Office of
Management and Budget (OMB) before using any form that collects information directly from
the public (see 5 CFR part 1320 and OMB 83-1, Paperwork Reduction Act Submission).

Establishing an Agency Category Rating Policy

Your agency headquarters is responsible for establishing a category rating policy that identifies the
requirements for implementing category rating in the agency, including such considerations as the
type of assessment tool(s) to be used to evaluate candidates, how “well-qualified” career transition
assistance eligibles will be identified, under what circumstance the agency would refer only veterans
in the highest quality category, and procedures on how to decide whether or not to merge categories
(see Chapter 5, Section B and Chapter 6, Section B).

Rating and Ranking Applications
You are responsible for:

e Screening for minimum qualifications;

e Rating applications and determining whether a passing score has been met, if
established;

e Ranking eligibles based on their ratings/category assignments;

e Adjudicating and applying veterans’ preference; and

e Notifying the applicants of the status of their applications at four different points in the
hiring process.

Administering and Scoring Written Tests and Other Assessments

You are responsible for administering and scoring written tests. Individuals who administer
OPM tests must be trained and certified by OPM. You may enter into an agreement with OPM
or a certified contractor to administer and score assessments on a reimbursable basis.

If you decide to use a certified contractor, we suggest you look at the "Vendor Criteria List"
(see Appendix B). This list provides the types of information you should request from the
contractor before entering into a contractual agreement. The Vendor Criteria List in Appendix
B is by no means an exhaustive list of questions; it is simply a starting point for you to consider
when choosing a contractor.
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Adjudicating and Applying Veterans’ Preference
You must adjudicate and apply the veterans’ preference provisions of title 5, U.S.C., including:

e 5U.S.C. § 2108 (veteran; disabled veteran; preference eligible);

e 5U.S.C. §2108a (treatment of certain individuals as veterans, disabled veterans, and
preference eligibles);

e 5U.S.C. § 3305 (competitive service; examinations; when held);

e 5U.S.C. § 3309 (preference eligibles; examinations; additional points for);

5 U.S.C. § 3310 (preference eligibles; examinations; guards; elevator operators;

messengers and custodians);

5 U.S.C. § 3311 (preference eligibles; examinations; crediting experience);

5 U.S.C. § 3312 (preference eligibles; physical qualifications; waivers);

5 U.S.C. § 3313 (competitive service; registers of eligibles);

5 U.S.C. § 3314 (registers; preference eligibles who resigned);

5 U.S.C. § 3315 (registers; preference eligibles furloughed or separated);

5 U.S.C. § 3316 (preference eligibles; reinstatement);

5 U.S.C. § 3317 (competitive service; certification using numerical ratings);

5 U.S.C. § 3318 (competitive service; selection using numerical ratings);

5 U.S.C. § 3319 (competitive service; selection using category rating);

5 U.S.C. § 3330 (government-wide list of vacant positions);

5 U.S.C. § 3330a (preference eligibles; administrative redress);

5 U.S.C. § 3330b (preference eligibles; judicial redress); and

5 U.S.C. § 3330c (preference eligibles; remedy).

For more information, see OPM’s Federal Employment Policy Handbook: Veterans and the
Civil Service (VetGuide) at https://www.opm.gov/policy-data-oversight/veterans-services/vet-
guide-for-hr-professionals/.

Other Determinations
You are also responsible for making the following determinations:

e Conversion to career or career-conditional employment (see 5 CFR 315 subpart G);
e Exceptions to the time-in-grade restriction (see 5 CFR 300 subpart F); and
e Exceptions to the time-after-competitive-appointment restriction (see 5 CFR 330 subpart

E).
Career Transition Assistance
You are responsible for recruiting, examining, and referring eligibles in a manner that complies

with your agency’s Career Transition Assistance Plan and the Interagency Career Transition
Assistance Plan (see Chapter 4, Section B).
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Requests for Reconsideration (Appeal of Rating)

You must establish a procedure through which applicants may request reconsideration (appeal)
of their ratings (see 5 CFR part 300). You may want to consider incorporating this procedure
into your agency’s administrative grievance or alternative dispute resolution system.

For more detailed information, see Chapter 5, Section C.
Issuing Certificates

You are responsible for issuing Certificates of Eligibles, auditing certificates, and establishing
objection/pass-over procedures.

OPM, however, retains exclusive authority to:

e Make medical determinations pertaining to preference eligibles (5 CFR part 339); and

e (rant or deny an agency's pass-over request of a preference eligible with a compensable
service-connected disability of 30% or more (5 U.S.C. § 3318).

See Chapter 6, Section D for more information on objections and pass-overs.
Suitability Determinations and Actions

Under 5 CFR part 731, OPM has delegated to agencies the authority to make suitability
determinations and take suitability actions (including limited, agency-specific debarments under
§ 731.205) with regard to applicants for, and appointees to, competitive service positions,
except where the following issues have arisen, in which instance such determinations and
actions must be referred to OPM:

e Material, intentional false statement in examination or appointment,
e Deception or fraud in examination or appointment, or
e Refusal to furnish testimony as required by 5 CFR section 5.4.

Note: A hiring agency may not make specific inquiries concerning an applicant's criminal or
credit background of the sort asked on the OF-306 or other forms used to conduct suitability
investigations for Federal employment until the hiring agency has made a conditional offer of
employment to the applicant (unless the agency has requested and received an exception from
OPM). Agencies may make inquiries into an applicant's Selective Service registration, military
service, citizenship status, or previous work history, prior to making a conditional offer of
employment to an applicant. An agency has the latitude to determine what office within the
agency will be responsible for adjudicating suitability. This function may be done in the
examining office, but there is no requirement that it be done there. For further information
concerning suitability determinations refer to 5 CFR part 731.
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Training and Certification

In accordance with its oversight responsibility (5 U.S.C. § 1104), OPM requires agencies to
ensure that individuals responsible for conducting delegated examining activities, including
those conducting the annual audits, have completed certification requirements and are currently
certified to perform these activities (see Chapter 1, Section D).

Accountability

In accordance with OPM’s general responsibility to ensure compliance with civil service laws
(5 U.S.C. § 1103(a)(5)) and its oversight responsibility to ensure that your delegated examining
activities are in compliance with OPM standards and with merit system principles (see 5 U.S.C.
§§ 1104(b)(1) and (2) and 2301), you must:

e Establish an internal accountability system. This internal accountability system is
subject to periodic review by OPM.

e Conduct annual internal self-audits of your delegated examining activities. Such self-
audits must be performed by non-delegated examining staff who have been trained and
certified by OPM in delegated examining procedures. In satisfying this requirement,
you must:

- Maintain documentation that the required annual self-audit has been completed.
Such documentation will be requested in advance of an OPM or agency-led review.
(see Chapter 7); and

- Maintain a list of all discrepancies and corrective actions for a period of three years
after each audit.

e Take any corrective action that OPM may require as a result of periodic review of
delegated examining activities, which is conducted by OPM’s Merit System
Accountability and Compliance Division.

Reporting and Recordkeeping

You are responsible for notifying OPM of any changes in your delegated examining program,
including the addition or termination of delegated examining units.

You are responsible for certain recordkeeping requirements including:

e Retaining records in accordance with the DEOH Records Retention and Disposition
Schedule (see Appendix C). Appendix C provides specific instructions for disposing of
documents associated with delegated examining activities. Appendix C supersedes any
previous record-keeping schedule that may have been furnished to a delegated
examining unit, including any schedule that may have been attached to a delegated
examining agreement;
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e Ensuring that the records used to implement the delegation of authority are maintained
in a manner that is consistent with OPM’s Governmentwide system of records (OPM-
GOVT-5) and the Privacy Act. Submit requests for changes to the OPM system notices
or regulations to:

Deputy Associate Director

Talent Acquisition and Workforce Shaping
U. S. Office of Personnel Management
1900 E Street, NW, Room 6500 AJ
Washington, DC 20415
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Section D - Delegated Examining Certification Program

Introduction

Together, your agency and OPM have a vested interest in training employees who perform
examining functions to be fully knowledgeable about competitive examining procedures.
Toward that end, and in connection with its obligation to establish standards for delegated
functions (5 U.S.C. § 1104 (b)(1)), OPM requires all HR practitioners who are involved in
delegated examining activities to pass a comprehensive Certification Assessment. The
requirement for certification applies to both Federal employees and employees of contractors.
With respect to contractors, certification is available only to those individuals who are
employed by firms that have contracts with Federal agencies for the delivery of delegated
examining services or to those who are employed on the basis of personal service contracts with
an agency. The Federal agency must sponsor the contractor and document the contractual
relationship at the time of registration.

The new Delegated Examining Certification Program, which will be implemented effective in
Fiscal Year 2019, involves three main phases:

Phase 1: Delegated Examining Training
Phase 2: Delegated Examining Certification Assessment (proctored, in-person exam)
Phase 3: Delegated Examining Recertification Assessment (proctored, in-person exam)

The Delegated Examining Certification Program Guide provides registration information and
describes each phase in detail including prerequisites, requirements, outcomes, and costs. The
Guide is located at www.opm.gov/deu.

How to Register for the Delegated Examining Certification Program

Registration instructions for the Delegated Examining Certification Program may be found in
the Delegated Examining Certification Program Guide (see www.opm.gov/deu). If you are
currently certified, then you may register for the Recertification Assessment when your
Certification is within 6 months of expiring. If you are not currently certified, you may register
for the Certification Assessment to start the certification process.

Agency Responsibility

Agencies must ensure their delegated examining staffs maintain current Certification by
monitoring Certification expiration dates through the Delegated Examining Certification
Information System (DECIS) and arranging for the timely registration and completion of the
required Recertification Assessment.
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Employee Movement

When a Federal employee or contractor transfers from one agency to another, Delegated
Examining Certification transfers with the individual as long as Certification is still current.
When such a transfer occurs, the employee and receiving agency or delegated examining unit
must notify OPM through the DECIS and provide the employee’s (or contractor’s) new email
address and Delegated Examining Unit Identification Number.

Once an employee separates from Federal service, Delegated Examining Certification
terminates. There are exceptions, however, in the case of a former employee who returns to
Federal service, or becomes a contract employee, prior to what would have been the expiration
date of the last Delegated Examining Certification had the employee never left Federal
employment (i.e., within the 3-year window). In such a case, Delegated Examining
Certification requirements are as follows:

e If the former employee returns to Federal service within 1 year of separation, and the
most recent Certification is still within the 3-year window, no additional requirements
are needed. Use the date of the last Delegated Examining Certification to determine
when Certification expires (3 years).

e Ifmore than 1 year have elapsed between separation from and return to Federal service,
and the most recent Certification is still within the three-year window, the employee
must complete the Recertification Assessment to reestablish Delegated Examining
Certification before being assigned delegated examining work.

Should a former Federal employee return to Federal service after Delegated Examining
Certification would have expired (i.e., outside the 3-year window), the former employee must
pass the Certification assessment to reestablish Delegated Examining Certification before being
assigned delegated examining work. (See the Delegated Examining Certification Program
Guide at www.opm.gov/deu).
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Section E - References

The following table provides a list of sources pertaining to the topics covered by this section:

Topic Reference
Privacy Act 5US.C. § 552a;
5 CFR part 297
Delegation of authority for personnel management 5U.S.C.§ 1104
Veteran; disabled veteran; preference eligible 5U.S.C. § 2108

Treatment of certain individuals as veterans, disabled
veterans, and preference eligibles

5US.C.§2108a

Merit system principles 5U.S.C. § 2301
Prohibited personnel practices 5U.S.C. § 2302
Competitive service; examinations; when held 5 U.S.C. § 3305
Preference eligibles; examinations; additional points for 5 U.S.C. § 3309
Preference eligibles; examinations; crediting experience 5U.S.C.§ 3311
Preference eligibles; physical qualifications; waivers 5U.S.C. § 3312
Competitive service; registers of eligibles 5U.S.C. § 3313
Registers; preference eligibles who resigned 5U.S.C. § 3314
Registers; preference eligibles furloughed or separated 5U.S.C. § 3315
Preference eligibles; reinstatement 5U.S.C. § 3316
Competitive service; certification using numerical ratings 5U.S.C. § 3317
Competitive service; selection using numerical ratings 5U.S.C. § 3318
Competitive service; selection using category rating 5U.S.C. § 3319
Civil service; employment service 5U.S.C. § 3327
Governmentwide list of vacant positions 5 U.S.C. § 3330

Employment (General)

5 CFR part 300

Career and career conditional appointment

5 CFR part 315

Recruitment, selection, and placement (General)

5 CFR part 330

Examining system

5 CFR part 337

Medical qualification determinations

5 CFR part 339

Suitability

5 CFR part 731

Controlling paperwork burdens on the public

5 CFR part 1320

OPM delegated examining web page

https://www.opm.gov/deu

Federal Employment Policy Handbook: Veterans and the

https://www.opm.gov/poli

Civil Service (VetGuide) cy-data-
oversight/veterans-
services/vet-guide-for-hr-
professionals/

Interagency Delegated Examining Agreement Appendix A

Vendor Criteria List Appendix B

Records Retention and Disposition Schedule Appendix C
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Chapter 2 - Identify the Job and its Assessments

Identifying the job and its assessments is very important in the examining process. This chapter
describes the various steps you should take prior to filling your job. This chapter contains the
following sections:

Section A Review Hiring Flexibilities

Section B Conduct a Job Analysis

Section C Identify Assessment Tools

Section D Submit Request to the Delegated Examining Officer
Section E References

Collaboration with the Hiring Manager

An important first step is to discuss the job with the hiring manager. It’s important for you to
understand the position the hiring manager is trying to fill and the competencies an appointee
would need to possess in order to perform the position effectively. It’s equally important for the
hiring manager to understand all of the options available in filling the job and his or her role in
developing the job analysis, assessment tool, and job opportunity announcement. Throughout
the next steps in the process, it’s critical that you and the hiring manager discuss:

e Hiring flexibilities available (what authorities can be used to fill the job)

e Details about the job requirements

e The importance of determining the qualities any candidate must possess beyond
minimum qualifications in order to be considered an acceptable prospect for successful
performance of the duties of the position;

e The best way to assess relative competency levels for the position; and

e The best way to market (recruit) the vacancy

The hiring manager serves as an important resource to help you understand the critical aspects
of the job, define minimum qualifications that must be established in order to be considered for
assessment and what will constitute a passing grade in your process, and determine appropriate
assessment methods. Involving the hiring manager throughout the process will help to build a
highly qualified applicant pool for consideration.
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Section A - Review Hiring Flexibilities

As you are creating a job opportunity announcement, you may want to consider a wide range of
hiring flexibilities available to your agency. Taking full advantage of these flexibilities may
help you attract the applicants who are best prepared to perform the work that needs to be done.
This section will discuss some of the hiring flexibilities you may consider. For a
comprehensive list of appointing authorities, please visit our web site at
https://www.opm.gov/policy-data-oversight/hiring-information/hiring-authorities/.

Temporary Limited Employment

Definition of a Temporary Appointment

A temporary limited appointment is a non-status appointment to a competitive service position
for a specific period not to exceed one year.

Initial Appointment
You may make a temporary limited appointment:
1. To fill a job that is not expected to last longer than one (1) year;
2. To meet an employment need that is time limited for reasons such as:

» Scheduled abolishment of the position,

= Reorganization,

* Anticipated contracting out of the function,

» Anticipated reduction in funding, or

= Need to complete a specific project or meet a peak workload; or

» To temporarily fill positions that may be needed for the placement of permanent
employees who would otherwise be displaced.

Extension of Temporary Appointment

You may extend a temporary limited appointment for a period of up to one additional year, for a
total of 24 months (see 5 CFR part 316).

When extensions beyond the 24 month limit are needed, you must submit a written request to
OPM’s Employee Services, Talent Acquisition and Workforce Shaping office identifying the
reasons for the extension and the additional amount of time required to complete the work.
OPM will grant such requests only in cases of a major reorganization, base closing, or other
unusual circumstances.
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Exceptions to the Time Limits

You may make a temporary limited appointment without regard to the time limits if the position
involves intermittent or seasonal work, provided that:

Appointments and extensions are made in increments of one year or less, and
Employment in the position is less than six months (1,040 hours), excluding overtime,
in a service year.

You must submit a written request to OPM’s Employee Services, Talent Acquisition and
Workforce Shaping office for exceptions due to a major reorganization, base closing, or other
unusual circumstances (see 5 CFR part 316).

How to Make Temporary Appointments

You may be able to use either competitive or non-competitive examining procedures to fill
temporary limited positions, depending on the circumstances and applicable law.

For competitive examining procedures, you may use either:

5 CFR part 332 competitive procedures (“rule of three”); or
5 CFR part 337 examining system (category rating).

Non-competitive temporary appointments may be made for individuals who are qualified for
the position and eligible for (see 5 CFR 316.402):

Reinstatement under 5 CFR part 315;

Veterans Recruitment Appointment (VRA) under 5 CFR part 307;

Career-conditional appointment under 5 CFR part 315;

Appointment of veterans with compensable service-connected disability of 30% or more
under 5 U.S.C. § 3112;

Appointment of current and former employees of the General Accounting Office under
31 U.S.C. § 732(g);

Appointment of current and former employees of the Administrative Office of the U.S.
Courts under 28 U.S.C. § 602;

Reappointment on the basis of being a former temporary employee of the agency who
was originally appointed either from a Certificate of Eligibles or under the provisions of
5 CFR part 337, subject to the time limits in 5 CFR 316.401; or

Reappointment on the basis of being a former temporary employee of the agency who
was originally appointed either from a Certificate of Eligibles or under the provisions of
5 CFR part 337 and who sustained a compensable injury while serving on a temporary
appointment.
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How to Announce for a Temporary Job

You must state in the job opportunity announcement the time limits for the position, e.g., “not
to exceed (NTE) one year.” You may wish to include a statement saying that the job may be
extended for an additional year if the nature of the duties would warrant such a statement. Jobs
lasting a total of 121 days or more must be cleared for Career Transition Assistance Plan
(CTAP)/Interagency Career Transition Assistance Plan (ICTAP) (Chapter 4, Section B).
Where to Find Information on this Topic

For additional information on Temporary Limited Employment, see 5 CFR part 316.
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Term Employment

Definition of Term Appointment

A term appointment is a no status appointment to a position in the competitive service for a
specific period of more than one year but not more than four years.

Initial Appointment
You may make a term appointment (5 CFR part 316):

1. To fill a job that will last for more than one year, but not more than four years, where the
need for an employee's services is not permanent; and

2. To meet an employment need that is time limited for reasons, such as:

= Need to complete a particular project,

» Extraordinary workload,

» Scheduled abolishment,

= Reorganization,

* Anticipated contracting out of the function,

» Uncertainty of future funding, or

» Need to maintain permanent positions for placement of employees who would
otherwise be displaced from other parts of the organization.

Extension of Term Appointment

You may make an initial term appointment for a period of more than one year but less than four
years. If additional time is necessary, you may extend the appointment up to the four-year limit.

For extensions beyond the four-year time limit, you must submit a written request to OPM’s
Employee Services, Talent Acquisition and Workforce Shaping office identifying the reasons
for an additional extension, and the additional time needed (5 CFR part 316).

Term v. Permanent Appointment

Term appointments do not confer competitive status (5 CFR part 316). Therefore, you may not
select term employees for permanent appointments through merit promotion procedures unless
they are eligible for non-competitive appointments using authorities listed in "How to Make
Term Appointments." Absent such eligibility for non-competitive appointment, term
employees, like any other eligibles, are given permanent appointments only when they are
selected from a competitive Certificate of Eligibles.
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How to Make Term Appointments

You may use either competitive or non-competitive examining procedures to fill term positions,
depending on the circumstances and applicable law.

For competitive examining procedures, you may use:

e 5 CFR part 332 competitive procedures (“rule of three”) or
e 5 CFR part 337 examining system (category rating).

Non-competitive term appointments may be made for individuals who are qualified for the
position and eligible for (see 5 CFR 316.302):
e Reinstatement under 5 CFR part 315;
e VRA under 5 CFR part 307;
e (areer-conditional appointment under 5 CFR part 315;
e Appointment of veterans with compensable service-connected disability of 30% or more
under 5 U.S.C. § 3112;
e Appointment of current and former employees of the General Accounting Office under
31 U.S.C. § 732(g);
e Appointment of current and former employees of the Administrative Office of the U.S.
Courts under 28 U.S.C. § 602;
e Reappointment on the basis of having left a term appointment prior to serving the four
year maximum amount of time allowed under the appointment under 5 CFR part 316; or
e Conversion in the same agency from a current temporary appointment when the
employee is or was within reach on a Certificate of Eligibles for the term appointment at
any time during service in the temporary job under 5 CFR part 316.

How to Announce for a Term Job

The job opportunity announcement for a term position of more than one year but less than four
years should clearly state that the agency has the option of extending the appointment up to the
four-year limit.

Where to Find Information on this Topic

For additional information on Term Employment, see 5 CFR part 316.
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Direct-Hire Authority

Introduction

The Chief Human Capital Officer Act of 2002 (Title XIII of the Homeland Security Act and
codified at 5 U.S.C. § 3304) provides you with the authority to appoint qualified candidates
directly to jobs for which public notice has been given and OPM determines there is:

1. A severe shortage of candidates, or
2. A critical hiring need.

How Direct-Hire Authority is Initiated

Direct-hire authority may be initiated pursuant to either of the following procedures:

e OPM may decide, independently, that a severe shortage of candidates or a critical hiring
need exists, either Governmentwide or in specific agencies, for one or more
occupational series, grades (or equivalent), or geographic locations; or

e A written request may be submitted by the head of the agency or the Chief Human
Capital Officer (or equivalent) at the agency headquarters level to OPM identifying the
position(s) for which the agency believes a severe shortage or a critical hiring need
exists. The agency must include relevant evidence to support its request in accordance
with OPM regulations and guidance.

Direct-Hire Authority Coverage
Direct-hire authority is issued for a permanent or nonpermanent position or group of positions

in the competitive service at GS-15 (or equivalent) and below. This authority may be issued for
one or more of the following:

e Occupational series;
e QGrades (or equivalent); and
e Geographical location.

Impact on Competitive Requirements

Direct-hire authority permits hiring without regard to sections 3309 through 3318 of title 5,
including the following competitive requirements:

e Veterans’ preference;

e Use of prescribed assessment and rating procedures (i.e., the type of process required for
a “rule of three” selection process or a “category rating” selection process).
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Legal Compliance
When using a direct-hire authority an agency must:

e Follow public notice requirements under 5 U.S.C. §§ 3327 and 3330;
e Comply with career transition requirements (CTAP/ICTAP) under 5 CFR part 330; and
e Determine qualification requirements for the position (5 CFR part 338).

To satisfy public notice requirements, you must list your direct-hire positions on the USAJOBS
database (see 5 U.S.C. §§ 3327 and 3330). Applicants may be considered for direct-hire
positions only during an open job opportunity announcement period. Recruitment for direct-
hire positions may be ongoing due to the severe shortage of candidates or the critical hiring
need of the position; however, applications from recruited applicants may only be considered
and selected as part of a recruitment case including an open job opportunity announcement.

The recruitment case must also include documentation of meeting career transition requirements
(see Chapter 4).

The agency must ascertain applicable eligibility requirements have been met (including
citizenship, or any age or medical or physical requirements), and the appointing official must
ensure that there has been compliance with anti-nepotism provisions, and a determination that
the individual selected meets all additional requirements to hold the position, including
suitability to hold a Federal position, eligibility to hold a position that is national security
sensitive, etc.

Definition of Severe Shortage of Candidates

A severe shortage of candidates for a particular position or group of positions means that an
agency is having difficulty identifying enough candidates possessing the competencies or the
knowledge, skills, and abilities (KSAs) required to perform the job requirements despite
extensive recruitment, extended announcement periods, and the use, as applicable, of hiring
flexibilities such as recruitment or relocation incentives or special rates.

Justification for Severe Shortage of Candidates

You must provide justification that demonstrates a severe shortage of candidates for a job or
group of jobs exists. The information must show candidates with the required competencies for
the job cannot be found despite:

e Extensive recruitment efforts;

e Extended announcement periods; and

e Use of other hiring flexibilities (see Chapter 3, Recruitment, for more information
concerning recruitment tools such as recruitment and retention incentives, if applicable).
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Evidence of a Severe Shortage

The information you can use to support the justification for severe shortage of candidates can be
from sources such as:

Demonstrated recruitment efforts;

Strategic human resources management plans that forecast workforce needs;
Relevant analyses made in connection with workforce planning efforts;
Labor market data; and

Employment trends.

OPM Issued Direct-Hire Authority

In an effort to establish that conditions exist for direct-hire authority, OPM will also consider:

Whether a nationwide or geographical skills shortage exists;

Extent to which positions are located in an undesirable geographic location;
Requirement of the incumbent to perform onerous or undesirable duties; and
Requirement of the incumbent to work under extraordinary or extreme conditions.

Definition of Critical Hiring Need

A critical hiring need for a particular position or group of positions means that, in order to meet
mission requirements, an agency has a need to fill the position(s) with a qualified candidate
quickly, necessitating that the agency forego the time required for a process that would make
distinctions in relative levels of KSAs, and permit a ranked list of candidates, after the
application of veterans’ preference.

Critical Hiring Need

A critical hiring need to fill the job is brought about by exigent circumstances such as, but not
limited to:

e A national emergency;

e Threat or potential threat;

e Environmental disaster;

e Other unanticipated or unusual events or mission requirements; or

e Compliance with the requirements of a new law, Presidential directive, or administration
Initiative.

Evidence of a Critical Hiring Need
When requesting approval for direct-hire authority, agencies must:

e Identify the position(s) that must be filled;
e Describe the events or circumstances that have created the need to fill the position;
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e Describe why filling the job is critical to the agency’s mission and how the authority
would promote that mission;

e Specify the duration for which the critical hiring need is expected to exist; and

e Explain why using other hiring authorities is impracticable or ineffective.

Where to Submit a Request for Direct-Hire Authority

You must submit your request and supporting documentation to the Associate Director for
Employee Services. You should mail, email, or fax your request to:

Associate Director

Employee Services

Office of Personnel Management
1900 E Street, NW, Room 6500
Washington, DC 20415

Fax: 202-606-2329

Email: ESEmploy.Internet@opm.gov

Documenting Personnel Actions

When documenting direct-hire authority appointments on the SF-50/52, Notification of
Personnel Action or Request for Personnel Action, you must use two Nature of Action authority
codes:

For agency-specific direct-hire authority use:

e AYM as the 1™ authority, identifying the appointment as one made under 5 CFR part
337; and
e BYO as the 2" authority, identifying the agency-specific direct-hire authority.

For Governmentwide direct-hire authority use:

e AYM as the 1* authority, identifying the appointment as one made under 5 CFR part
337; and

e A 2" authority, unique to each new Governmentwide direct-hire authority, which will
be issued by OPM. These authority codes are located in OPM’s Guide to Processing
Personnel Actions on OPM’s web site at http://www.opm.gov/feddata/gppa/gppa.asp.

Both authority codes must be used when making direct-hire appointments to enable OPM to
evaluate the use of this authority without requiring additional agency reports.

Note: For more information on direct-hire authority and to view a list of Governmentwide
direct-hire authorities, visit OPM’s web site at https://www.opm.gov/policy-data-oversight/hiring-
information/hiring-authorities/.
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Excepted Service Positions, Senior Executive Positions, and Appointments
Authorized by Statute

Introduction

In general, individuals are not eligible for competitive service positions based solely on their
past or current employment in the excepted service or certain Senior Executive Service (SES)
appointments, or on appointments authorized by statutes that diverge from normal competitive
processes. In such cases, these candidates must participate in the competitive examining
process (5 CFR part 332).

Categories of Service Not Granted Noncompetitive Employment Conversion

The following categories of service do not grant noncompetitive employment/conversion
eligibility:

e Most Schedule A and B appointments (refer to the specific Schedule A or B authorities
to verify whether they confer noncompetitive employment/ conversion eligibility) under 5
CFR part 213;

e Schedule C appointments (5 CFR part 213);

e Non-career SES appointments;

e Appointments authorized by public law or specific statute excepting such appointments
from normal title 5 competitive procedures;

e Appointments of experts and consultants;

e Limited appointments, such as SES limited term appointments, Foreign Service Limited
or Reserve appointments, or Intergovernmental Personnel Assignments (IPA); and

e Overseas limited appointments, or un-appropriated or non-appropriated fund
appointments.

Candidates with these backgrounds must apply for new positions in the competitive service,
through the normal competitive process (5 CFR part 332).

WARNING!

You and your human resources officials should pay particular attention to cases involving
consideration of excepted service employees for competitive service vacancies. These
employees are often appointed to their excepted service positions without competition. While
serving in these positions they gain specialized experience that may give them a definite
advantage when competing with other individuals. Although you have flexibilities in filling
your vacancies, you should ensure that your hiring decisions are made solely on the basis of
merit and fitness without regard to political or religious affiliations, marital status, race or any
other non-merit-based factor.
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Note: OPM has for some years reviewed the appointment of Schedule C and non-career SES
employees to new competitive service positions pursuant to its general oversight authorities.
Beginning in 2016, Congress enacted a statutory requirement for OPM to report to Congress
concerning such appointments. Accordingly, agencies must seek prior approval from OPM for:

e The appointment of a current or former political appointee as described under 5 U.S.C.
sections 5312 through 5316 (relating to the Executive Schedule) to a permanent
competitive service, non-political excepted service, or career SES position;

e The appointment of a current or former political Schedule A, Schedule C, or appointee
who served in a political capacity under agency-specific authority in the Executive
Branch to a permanent competitive service, non-political excepted service, or career
SES position;

e The appointment of a current or former noncareer SES, Limited Term SES, or Limited
Emergency SES in the Executive Branch to a permanent competitive, non-political
excepted service, or career SES position; and

e The appointment of a current or former political appointee in the Executive Branch (as
described in the subsections above) to a covered position in an agency having
established an interchange agreement with OPM, under Civil Service Rule 6.7, allowing
movement from the agency’s system to the competitive civil service.

OPM will review these proposed appointments to verify that the appointment process was
carried out in accordance with merit system principles and applicable civil service laws,
including the prohibition against political consideration, either favorable or unfavorable. For
more information, see OPM’s CHCO Memo titled, Political Appointees and Career Civil
Service Positions, dated February 23, 2018, at https://chcoc.gov/content/political-appointees-
and-career-civil-service-positions-3.

Note: Agencies are not free to refuse to consider former political appointees who are eligible to
apply for a position in the competitive service merely because accepting the application may
require the agency to take this additional step at the end of the process.

Interchange Agreements

Under Civil Service Rule 6.7, OPM and an agency with an established merit system (in the
excepted service) may enter into an agreement prescribing conditions under which employees
are eligible to move from the excepted service to the competitive service. A current list of
interchange agreements is found on OPM’s web site at https://www.opm.gov/policy-data-
oversight/hiring-information/competitive-

hiring/#url=InterchangeA greementsWithOtherMeritSystems.
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Section B - Conduct a Job Analysis

Introduction

A job analysis is the foundation of human resources management. A valid job analysis provides
data that should be used to develop effective recruitment, qualification and assessment,
selection, performance management, and career development methodologies.

This section provides an understanding of job analysis and its function as an essential part of the
selection process.

What is Job Analysis?

A job analysis identifies the competencies /KSAs directly related to performance on the job. It
is a systematic procedure for gathering, documenting, and analyzing information about the
content, context, and requirements of the job. It demonstrates that there is a clear relationship
between the tasks performed on the job and the competencies/KSAs required to perform the
tasks.

A competency is a measurable pattern of knowledge, skills, abilities, behaviors and other
characteristics that an individual needs in order to perform work roles or occupational functions
successfully. Examples of competencies include:

Oral communication,
Flexibility,

Customer service, and
Leadership.

Note: To avoid confusion, we refer to both competencies and KSAs as "competencies/KSAs."
While most agencies have moved to using competencies instead of KSAs, these terms are
sometimes used interchangeably at agencies. Although they are not synonymous, competencies
and KSAs serve the same function in the job analysis process.

MOSAIC Competencies

OPM has been conducting Governmentwide occupational studies using its Multipurpose
Occupational Systems Analysis Inventory - Close-Ended (MOSAIC) methodology for more
than 20 years. MOSAIC, a multipurpose, survey-based occupational analysis approach, is used
to collect information from incumbents and supervisors on many occupations for a wide range
of human resource management functions.

A key component of the MOSAIC approach is an extensive literature review of relevant
organizational and psychological literature and occupational information (for example, job
analyses, position descriptions, classification standards, training plans, crediting plans,
competency models) from public and private sector organizations.
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Through these studies, we have identified the critical competencies and tasks employees need to
perform successfully in nearly 200 Federal occupations, as well as for leadership positions.

The foundation of the MOSAIC approach is the common language, (that is, common tasks and
competencies) used to describe all occupations included in the study. This approach allows for
comparisons both within and across occupations, which is particularly important for
restructuring, broadbanding and career transitioning. Furthermore, it provides agencies with a
basis for building integrated human resource management systems that use a common set of
tasks and competencies to structure job design, recruitment, qualification and assessment,
selection, performance management, training, and career development so that employees
receive a consistent message about the factors on which they are selected, trained, and
evaluated.

The MOSAIC competencies can be found on OPM’s assessment and selection website
competencies page available at https://www.opm.gov/policy-data-oversight/assessment-and-
selection/competencies/.

MOSAIC studies have been completed for following areas of interest. Please reference the
OPM website for the most up-to-date listing of studies.

Cybersecurity

Grants Management

IT Program Management

Financial Management

Human Resources Management

Law Enforcement, Compliance, Security, and Intelligence Related Occupations
Executive Core Qualifications

Government Performance and Results Act Modernization Act

Legal Requirements

Federal regulations provide that each employment practice of the Federal Government
generally, and of individual agencies, shall be based on a job analysis to identify:

e The basic duties and responsibilities;
e The KSAs required to perform the duties and responsibilities; and
e The factors important in evaluating candidates (5 CFR part 300).

In addition, the Uniform Guidelines on Employment Selection Procedures (1978), (29 CFR
part1607, https://www.gpo.gov/fdsys/pkg/CFR-2018-title29-vol4/xml/CFR-2018-title29-vol4-
part1607.xml), provides a set of generally accepted principles on employee selection
procedures, including when and how to conduct a job analysis that will meet the standard of the
Guidelines. The basic principle of the Uniform Guidelines is that it is unlawful to use a test or
selection procedure that creates adverse impact, unless justified. Consequently, the Uniform
Guidelines do not require validity studies of a selection procedure where there is no adverse
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impact. However, the job analysis procedures presented in the Uniform Guidelines are good
practices to follow in developing selection procedures, even when the selection procedures
produce no adverse impact.

Why is Job Analysis Important for Selection?

A job analysis identifies the competencies/KSAs directly related to performance on the job.
Therefore, a job analysis is the key to any rational approach to qualifying, assessing, and
selecting employees. To identify individuals who could successfully carry out the tasks
required by the position and their relative levels of the relevant competencies/KSAs, you should
fully understand the nature of the job. Job analysis provides a means of developing such an
understanding (see OPM's Job Analysis Methodology, Appendix D).

By systematically examining what the job entails, you can identify the competencies/KSAs that
are necessary for success on the job. Once these competencies/KSAs are identified, valid and
effective selection tools can be developed.

When to Conduct Job Analysis

You do not need to conduct a new job analysis every time you seek to fill a job. Where job
openings in the same occupation recur frequently, you can often rely on selection instruments
that were developed from recent job analyses of that occupation. Whether a new job analysis
should be conducted for a particular position depends on the novelty of the position and the
currency of the most recent job analysis for that occupation.

For example, if the position you seek to fill is unlike any other position in your agency, then
you should conduct a job analysis. Similarly, if the nature of the position is such that its
requirements are likely to change with relative frequency (e.g., information technology
positions), then you should review the position at least annually to ensure that your selection
tools are still valid. However, if the requirements of the position are relatively static, then the
position may only need to be reviewed as needed.

Results of Job Analysis

At a minimum, the results of a job analysis should include a list of tasks and
competencies/KSAs associated with that job, as well as information regarding their importance
and an indication of the frequency with which these duties are performed.

Document Your Findings

Document thoroughly any job analysis that you conduct. Date the results and keep them in a

file that is maintained exclusively for the position(s) in question. This practice will help you to
ensure your selection methodologies are current and valid.
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The Role of Job Analysis in Valid Assessment

An assessment tool is valid if it measures characteristics or competencies that are important for
job performance. Job analysis is a systematic approach to determining which competencies are
important for the job. The data (i.e., critical tasks and competencies) from a job analysis are
used as the foundation for deciding which assessment tools to use in selection.

For example, assume that a job analysis shows that “flexibility” is important for successful job
performance and also shows that flexibility is needed upon entry into the job. This result would
indicate that it is appropriate to assess applicants on “flexibility.” The next step is to determine
the best assessment tool to use to measure flexibility, not only for purposes of determining
relative levels of this competency among candidates for ranking purposes, but to also determine
a passing score, the point at which candidates should be deemed to have “passed” the
assessment process for purposes of determining an entitlement to be placed on the resulting list
of eligible candidates.

Page 2-16



Section C - Identify Assessment Tools

Introduction

Once you complete your job analysis, the next important step is to determine your assessment
strategy. In competitive examining, you may use a broad range of assessment tools or methods.
The appropriate assessment strategy depends on a number of factors related to both the
positions to be filled and operational issues. These considerations include:

Competencies/KSAs identified in the job analysis,
Consequences of making a bad hire,

Grade level of positions to be filled,

Validity of assessments,

Expected number of applicants,

Resources such as raters and automated systems,
Time to develop, and

Costs.

The competencies/KSAs identified in the job analysis are the foundation for your assessment
strategy. You should consider those competencies/KSAs that have been identified as critical
(i.e., important, required at entry to the position, and linked to important job tasks) both in order
to be considered at all and for your subsequent selection process. Choose a manageable set of
competencies/KSAs that measure different aspects of job performance. In addition, you should
consider the consequences of hiring an applicant who lacks a particular competency/KSA -
some competencies can be developed through training. Depending on the level of the position,
the consequences of making a bad hire can vary. Making a poor decision when hiring can be
very expensive; therefore, you may want to spend more time in the beginning performing a
thorough assessment of the needed competencies/KSAs. It is important to use assessments that
are valid measures of the competencies/KSAs so that you have useful, appropriate assessments
that permit not only distinctions in relative levels of competencies/KSAs but also to establish
what score or quality indicators should be considered to constitute a passing grade, thereby
permitting the agency to screen-out any applicants who could not successfully perform the
duties of the position prior to developing the final list of eligible candidates.

In addition, consider any operational issues that will impact the implementation of your
assessment strategy. Think about the expected number of applicants, based on previous
experience and the current labor market. If the number is very high, consider using a multiple
hurdles approach in which the first assessment reduces the number of applicants who will
continue in the selection process. In addition, think about the resources you will need to
administer an assessment to a large number of applicants. For example, structured interviews
require several trained experts to serve as interviewers and, therefore, are usually used when
there are smaller numbers of applicants or towards the end of the selection process. Automated
assessments may be a better choice to efficiently handle large numbers of applicants, but only if
they permit an effective screening-out of candidates who lack the competencies/KSAs to
effectively perform the duties of the position. Of course, time and costs will also affect your
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choice of an assessment strategy. Be sure to consider the time and costs for both development
and implementation of the assessment.

This section discusses the following topics:

Assessment Tools
Indicators of Proficiency

Assessment Tools
Examples of assessment tools are:

Structured Interview

Test

Assessment Center

Work Sample

Occupational Questionnaire (Crediting Plan/Rating Schedule)

You may choose one or more assessment options to measure a person's competencies/KSAs for
a particular job. This section provides information on the advantages and disadvantages of each
of several methods to help you determine which method will be most effective in meeting your
agency hiring needs. The types of assessment tools presented, however, are just a sample of the
most common methods used in the Federal Government. To learn more about these and other
types of assessment tools, please visit OPM’s Assessment and Selection website at
https://www.opm.gov/policy-data-oversight/assessment-and-selection/. This website provides
additional information on assessment methods, as well as tools and resources (for example,
training slides, tip sheets) for agencies to use.

Sources of Guidance

The Uniform Guidelines on Employee Selection Procedures provide a set of principles for
determining proper test use and selection procedures, covering topics such as test fairness and
adverse impact. You can find the Guidelines at https://www.gpo.gov/fdsys/pkg/CFR-2018-
title29-vol4/xml/CFR-2018-title29-vol4-part1 607.xml.

Another source of guidance is the Department of Labor’s Testing and Assessment: An
Employer’s Guide to Good Practices. This publication is available at
www.doleta.gov/programs/onet/news.asp or in hard copy from the Government Printing Office
(GPO Order Desk 202/512-1800, Stock Number 029-014-00259-3).

In addition, there are several psychological and educational organizations that publish guidance
on the subject of testing standards.
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Understanding Reliability and Validity

Two important technical characteristics of assessments are reliability and validity. The quality
of an assessment tool can be determined by looking at these two characteristics. The following
is a basic explanation of reliability and validity.

Reliability is the degree of consistency or stability of an assessment tool over time, in different
situations, or across applicants, and/or raters. For example, a test score that remains the same
for a person taking the test several times is an indication that the test is reliably measuring a
competency.

Validity is the degree to which an assessment tool measures a job-related characteristic and how
well it is measuring that characteristic. Validity shows the relationship between performance on
an assessment tool and performance on the job. For example, an interview that assesses
competencies documented as important for job performance is considered valid. Validity is
also an indicator of how well the assessment tool is measuring the job-related competencies.
For example, two different work sample assessment tools may measure the same job-related
competency, but the tool that best measures the competency is considered more valid.
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Structured Interview

The structured interview is an evaluation of an applicant's job-related competencies/KSAs using
standard questions that are scored systematically using predetermined criteria or benchmarks for
all interviews for a particular job. The benchmarks typically provide behaviorally specific
examples of what constitutes high, medium, and low levels of proficiency. The interview may
include questions concerning job knowledge, work sample assessments and work requirements.

Example of Interview

Strengths Considerations Questions
e High validity and Usually requires "Describe a situation in which
reliability involvement of you identified a problem and

e Low adverse impact

e Viewed as fair by the
applicant

e Comprehensive
competency measurement

e Short administration time
(1 hour)

e Difficult for applicants to
"fake" responses

management and subject
matter experts for panel
participation.

Preparing and scheduling
participants in advance
will significantly reduce
the resources required to
conduct a structured
interview.

Reducing the size of the
applicant pool through
recruitment and/or
additional assessments
will help decrease the
number of interviews
needed.

evaluated the alternatives to
make a recommendation or
decision."

Human resource specialists may develop a structured interview. OPM has developed a
Structured Interview Guide, available at https://www.opm.gov/policy-data-
oversight/assessment-and-selection/structured-interviews/guide.pdf. In addition, OPM provides

training on how to develop and administer a structured interview. For more information about
the training, contact OPM’s HR Solutions at Selection_Assessment@opm.gov.
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Test

A test is an evaluation of an applicant’s job-related competencies/KSAs using a series of
questions (e.g. true-false, fill-in-the-blank, matching, and multiple choice) or exercises that are
administered in a paper-and-pencil or computer format. There are a number of different types
of tests that may be used, each designed to target different competencies or abilities. Some
examples of these types of tests include job knowledge tests, situational judgment tests, and

cognitive ability tests.

Strengths

Considerations

Example

e Tests tend to have higher
validity than most self-
report measures (e.g.,
occupational
questionnaires)

e Time and cost effective
for multiple
administrations

e Typically administered in
a secure environment

e Sets consistent standards
for all applicants

Assessing both cognitive
and social/interpersonal
competencies as part of
the same test will help
with potential adverse
impact issues.

Initial development costs
can be higher than other
assessment tools, but low
administration costs and
re-usability provide long
term benefits.

Applicants are
increasingly expecting to
be assessed through the
Internet.

Armed Services Vocational
Aptitude Battery (ASVAB)
—The military’s aptitude
measure enables appropriate
placement of soldiers with
reference to cognitive,
psychomotor, and reasoning
skills, as well as career
interest paths.

Note: Most assessment methods require considerable test development and measurement
expertise to develop in-house. Measurement specialists can assist in selecting or developing
valid, fair, and effective assessment tools to meet specific hiring needs. Many vendors offer
professionally-developed assessments. Each agency is responsible for ensuring assessments
meet all regulatory and legal criteria and for developing and maintaining the necessary
documentation to support their selection processes.

Using OPM Tests

OPM delegated to agencies the authority to administer OPM’s written tests. Agency test
administrators must receive training from OPM before administering these tests. Please see
Appendix E, Handbook for Agency Test Administrators and Test Control Officers, for more
information. Additionally, at the request of an agency examining office, OPM will develop and
administer tests on a reimbursable basis.

You must obtain OPM approval to use an OPM-developed written test to determine basic
eligibility or as the sole basis for ranking applicants for in-service placement (5 CFR parts 300
and 338). You must submit a written request to:
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U.S. Office of Personnel Management
Employee Services

Talent Acquisition and Workforce Shaping
1900 E Street, NW, Room 6500
Washington, DC 20415

Specific Information about Using Non-OPM Developed Tests

You may develop applicant assessment procedures without assistance from OPM. The
development and implementation of the assessments must be consistent with the following:

e The technical standards in the Uniform Guidelines on Employee Selection Procedures
(see 29 CFR part 1607), with respect to the development of any applicant assessment
procedure; and

e The Operating Handbook, Qualifications Standards for General Schedule Positions.
(You may use any written tests that are specifically mentioned in the qualifications
standard.) Certain occupations require written tests for in-service placement. If written
tests are used, you must follow the guidelines found in the Operating Handbook,
Qualifications Standards for General Schedule Positions.
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Assessment Center

An assessment center evaluates an applicant’s job-related competencies/KSAs, using multiple
raters and exercises to evaluate each competency. The exercises are scored systematically using
predetermined criteria or benchmarks. Assessment centers utilize a variety of competency-
related assessment simulations including group exercises, in-basket exercises, questionnaires,
fact-finding exercises, interviews, and role-playing.

Strengths

Considerations

Example

e Good predictors of job
performance, managerial
potential, and leadership
ability

e Participants view
assessment centers as a
very fair process

e Low adverse impact

e Provides a comprehensive
and in-depth assessment
of competencies

e Usually require multiple

human raters

While assessment centers
can be expensive and time
consuming to develop and
administer, and to train
raters, streamlining the
process by using
technology can reduce the
costs significantly.
Assessment centers are
usually used in helping
make management or
executive hiring decisions
and for selecting eligibles
into a management
development program.

A role-playing exercise that
involves the applicant
assuming the role of the
employee who must deal with
another person in a job-related
situation. A trained
administrator acts as the client
and responds "in character" to
the actions of the applicant.
Raters assess the applicant’s
performance. Ifthe
competency being assessed is
“Customer Service,” the
administrator may act as an
angry and upset client and the
applicant will be rated on how
the applicant deals with the
client.

Professional test development/measurement assistance is required when developing assessment

centers.
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Work Sample

A work sample evaluates an applicant’s job-related competencies/KSAs based on a work
specific activity or simulation of a work activity.

Strengths

Considerations

Example

e High content and face
validity

e High reliability

e Low adverse impact

e Viewed as fair by the
applicant

e Good for tasks that can be
completed in a short
period of time

e Difficult to "fake" a
response

e Technology can help
reduce the resources
needed to develop and
administer a work sample.

e Work samples vary in
complexity and detail.
Simple work samples, such
as a typing performance
test, are low cost and easy
to administer.

e Work samples are best used
when hiring experienced
workers and when there are
a small number of
applicants.

A work sample assessment for
a clerical position might
require applicants to complete
an in-basket exercise during
which they are seated at a
computer and asked to type a
memo, create a spreadsheet,
and correspond with a
customer using email.

A human resource specialist may develop a work sample assessment. Subject matter experts
and measurement specialists should assist in the development.
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Occupational Questionnaire

A crediting plan/rating schedule is a systematic method used to assess previous experience,
education, and training information provided by job applicants. These assessment factors are
based on critical job requirements and competencies identified through a job analysis. In the
Federal government, the most commonly used form of a crediting plan/rating schedule is the
occupational questionnaire.

Occupational questionnaires (also known as online or assessment questionnaires, training &
experience evaluations, or crediting plans/rating schedules) are one of many assessment tools
used to assess applicants’ qualifications and experience. Occupational questionnaires generally
ask candidates to self-report their level of training and experience in carrying out critical tasks
and demonstrating critical competencies identified through job analysis.

An occupational questionnaire is best used when the number of applicants is high. Because
occupational questionnaires lack the ability to distinguish a top performer from an average
performer, and an average performer from a poor performer, we recommend that an
occupational questionnaire be combined with another assessment tool such as a structured
Interview.

Strengths Considerations Example
e Can be developed e Possible response Indicate which of the
quickly distortion/applicant following computer systems
e Relatively inexpensive to inflation or applications you have used
develop & implement e Verifying applicants’ to analyze data. (Select all
e Low burden for responses will help reduce | that apply.)
applicants the possibility of inflated e Excel
e Viewed as fair by self-ratings e SAS
applicants e Lower validity than other e SPSS
e  Assess a wide variety of assessment tools e STRATA
competencies e May not meaningfully e Other (e.g., R Project,
e  Test security is not an distinguish among GNU)
issue candidates e None of the above
e  Small learning curve e May not be ideal for entry-
(less assessment level positions
experience needed when | ¢  Requires up-front time to
using generic rating develop
scales)

For more resources on questionnaire development, visit: https://www.opm.gov/policy-data-
oversight/assessment-and-selection/occupational-questionnaires/.

Human resource specialists and subject matter experts may develop an occupational
questionnaire. It may be useful to use measurement specialists to provide assistance in
developing occupational questionnaires with customized and/or weighted response scales.
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Behavioral Consistency Method

Most Federal crediting plans/rating schedules use what is known as the behavioral consistency
method. Under the behavioral consistency method of evaluating training and experience, you
ask applicants to describe their major achievements in several job-related areas identified for the
position, called job dimensions (i.e., competencies/KSAs). The job analysis identifies the
competencies/KSAs to be included on the rating schedule. For each competency, benchmarks
describe the type and level of achievements that represent each level of competence. Each
benchmark has an assigned point value. To determine a rating (score), you compare the
information provided by the applicants about their achievements to the benchmarks.

Selection methods that assess training and experience attempt to predict future job performance
from past related accomplishments or achievements. You assign a rating (score) through
systematic, jJudgment-based evaluations of information provided by applicants on résumés,
applications, or other documents. Examples of accomplishments can be used either to develop
rating schedule items (e.g., yes/no or multiple choice formats) or to develop benchmarks to rate
applicants’ responses (e.g., to open-ended questions). You can gather examples of
accomplishments from:

e Job information (e.g., position descriptions),
e Past applications, or
e Subject matter experts.

You should also use subject matter experts to assign point values to the items or benchmark
examples.

The following steps describe the behavioral consistency method:

Step 1  Identify the competencies/KSAs to be included on the rating schedule through
job analysis.

Step 2  For each competency/KSA, develop benchmarks that describe the type and
level of accomplishments or achievements that represent each level of
proficiency.

Step 3  Assign each benchmark a point value.

Step 4  (Optional) For each competency/KSA, determine the minimum proficiency
level that constitutes a passing grade, i.e., the minimum level an applicant must
demonstrate in order to successfully perform the duties of the position. (For
more information, see Chapter 4, Section B.)

Step 5  Compare the information provided by the applicants about their achievements
to these benchmarks to determine a rating (score), which, together with any
veterans’ preference due, determines final score and rank or quality category
placement. Those applicants who do not achieved a passing grade, if used, are
not eligible to receive a final eligible rating or to be placed in a quality
category.
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The Validity of Rating Schedules

The validity of rating schedules that assess training and experience is usually established using
a content validity model. Research has shown that a content validity strategy is applicable to
the development and validation of an examination using the behavioral consistency method.
The behaviors sampled in the accomplishments are content valid because they sample the kinds
of achievements required to perform in the occupation. The purpose of developing
competencies/KSAs is to point out the areas in the background of the applicants where the most
relevant accomplishments are likely to be found.

The Validity of Accomplishment Records

The Society for Industrial-Organizational Psychology’s Principles for the Validation and Use of
Personnel Selection Procedures (1987) supports the use of content validity for
accomplishments. The use of accomplishments can be justified by a similarity between the
content of the personal history experience and the content of the occupation. As indicated in the
Uniform Guidelines on Employee Selection Procedures, this relationship may be based on the
similarity between the competencies or behaviors documented in the accomplishments and
those of the occupation, rather than between the exact content of the accomplishments of the
job. For instance, a person with program analysis experience need not demonstrate experience
writing analytical reports for a specific program or management function. The person provides
accomplishments (e.g., analytical reports he or she has written) that demonstrate the
competencies required by the job.

Special note

Although the rating schedule is currently the most commonly used assessment tool in the
Federal Government, agencies are learning and using new assessment tools. For example, the
structured interview has been well received by many agencies and is frequently used. The
highest return on investment occurs when you match the most valid assessment strategy to both
the recruitment strategy and the competencies needed at entry into the position.
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Administrative Careers With America (ACWA) Positions
Background

On November 19, 1981, the United States District Court for the District of Columbia resolved a
class-action suit that was filed in 1979. The suit alleged that the Professional and
Administrative Career Exam (PACE), which the government used to fill approximately 110
occupations at the GS-5 and GS-7 grade levels, had an adverse impact on the selection of
African Americans and Hispanics. The suit was resolved when the parties entered into a
consent decree, approved by the court (Luevano Consent Decree). Under that decree, the
Government was required to cease using the PACE examination and OPM was required to
develop a new assessment tool to be available to agencies to fill positions covered by the
decree. OPM developed the Administrative Careers with America (ACWA) assessment
instruments to fulfill this requirement. The injunction against using the former PACE exam
remains, but the other aspects of the decree terminated in 2007.

ACWA Assessments

The ACWA assessment instruments remain available to agencies to fill positions that were
covered by the decree. The ACWA written tests and ACWA rating schedules are two separate
assessment tools that are validated for use with the professional and administrative positions
previously covered by PACE. The instruments were intended only for those occupations that
were once subject to the PACE exam (see Appendix F) that were being filled at the entry level,
either GS-5 or GS-7; were classified at a 2-grade interval; and had a promotion potential to a
GS-9, or higher.

Agencies are not required to use the ACWA assessment tools and may use any other validated
(i.e., job-related) assessment tool(s) when examining applicants for competitive service
positions. Assessment tools must comply with the requirements in 5 CFR part 300, Chapter 2,
Section C, of this handbook, and be consistent with the technical standards in the Uniform
Guidelines on Employee Selection Procedures (see 29 CFR part 1607).

For additional guidance on the use of the ACWA, you may reference OPM’s CHCO memo
entitled, Use of Validated Assessment Tools When Filling Positions in the Competitive Service,
dated March 6, 2009, found at https://www.chcoc.gov/content/use-validated-assessment-tools-
when-filling-positions-competitive-service-0.

How to Request ACWA Assessment Instruments

As noted above, OPM has developed ACWA Rating Schedules (occupational questionnaires)
that you may use for filling positions covered in Appendix F through competitive examining.
To request ACWA assessment instruments, your agency headquarters’ Test Security and
Control Officer (TSCO) must send the following information to Employee Services, Talent
Acquisition and Workforce Shaping at 1900 E Street, NW, Room 6500, Washington, DC
20415:

e Name, address, and telephone number of the agency headquarters’ TSCO;
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e The names, addresses, and telephone numbers of the TSCOs at all components or field
offices where the ACWA assessment instruments will be maintained and administered;
and

e A list of the occupational series for which you plan to administer ACWA assessment
instruments.

Who can administer ACWA assessment instruments?

Only trained test administrators may access the ACWA Rating Schedules scoring information.
Until test administrators and control officers have been trained in test security procedures, OPM
will not release the ACWA Rating Schedule. If an ACWA rating schedule scoring is
compromised, you must notify the OPM’s Employee Services, Talent Acquisition and
Workforce Shaping, within 24 hours, at ESEmploy.Internet@opm.gov.

Modifying ACWA Rating Schedules

When using the ACWA Rating Schedules, you may modify the specialized qualification
questions, but you may not change the rating questions. The following restrictions apply:

e You must use the instruments intact;
You MAY NOT modify the contents of the instruments or values used in the scoring
process;

e You MAY NOT edit, delete, renumber, or change the responses or values of the scoring
keys;

e You MAY NOT edit, delete, renumber, or otherwise change the rating questions; and

e You must limit access to computerized examining records through the use of secure
passwords by employees of the examining office.
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Indicators of Proficiency

A high quality assessment process will provide information about a person's proficiency level
on the assessed competencies/KSAs and should predict the person’s ability to successfully
perform the job. An indicator of proficiency is not an assessment of an applicant; it is a source
of evidence that the applicant possesses job-related competencies/KSAs. You should
incorporate these indicators into your assessment tool. Examples of indicators of proficiency
include:

Agency certification program;
Education;

Experience;

Professional activity; and
Professional certification.

The advantages and disadvantages of each are discussed below.
Agency Certification Program

An agency certification program is developed by an agency, group of agencies, or other group
and demonstrates a person’s proficiency in job-related competencies/KSAs. An agency
certification program does not have to be recognized by a professional community. Agencies
should ensure that the certification program does not unfairly exclude applicants who do not
work for the agency, and therefore do not possess the certification, but are otherwise capable of
performing the work of the position.

Advantages Disadvantages Example
e Provides comprehensive e Agencies requiring a An agency’s Human Resource
competency assessment certificate as a condition of | Department may develop its
* Ensures a basic level of employment must own certification program to
proficiency demonstrate that people ensure that the job
without the certification

incumbent/applicant is

cannot perform the job. competent to perform the job.

e Only provides information
as to whether someone is
certified or not certified;
does not differentiate
among those who are
certified.
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Education

Education is an indicator of proficiency that relies on course work completed by the applicant
that is related to the competencies/KSAs needed to perform in the job. Educational
accomplishments are one way to indicate the proficiency of a competency. However, you
should include educational accomplishments in an assessment process that assesses other
indicators, such as experience.

Advantages Disadvantages Example
Beneficial when used along e Low validity when used | Applicants are asked to list
with other assessment as the only screening and describe academic
methods (e.g. in a structured factor. (If used alone as | programs or courses they have
interview a candidate may an assessment method or | taken that are related to the
speak of educational requirement, qualified competencies being evaluated.
experiences in answering applicants may be
interview questions) eliminated.)

e In some cases, it 1S
difficult to demonstrate
job relatedness and
business necessity of
education and experience
requirements.

Page 2-31




Experience

Experience is an indicator of proficiency relating to the school, home, community, voluntary or
work experiences of the applicant that demonstrate the competencies/KSAs needed to perform

in the job.

Experience is only one way to indicate the proficiency of a competency. You should include
experience in an assessment process that assesses other indicators, such as education, as well.
You may use experience to assess both general and technical competencies.

Advantages

Disadvantages

Example

Beneficial when used along
with other assessment
methods (e.g., in a structured
interview an applicant may
speak of their experiences in
answering interview
questions)

Low validity when used as
the only screening factor.
(If used alone as an
assessment method or
requirement, qualified
applicants may be
eliminated.)

In some cases, it is difficult
to demonstrate job
relatedness and business
necessity of education and
experience requirements.

Applicants are asked to list
and describe experience(s)
they have had that are related
to the competencies being
evaluated.
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Professional Activity

A professional activity is evidence of substantial contributions to a profession that is related to
the competencies/KSAs needed to perform the job.

Advantages

Disadvantages

Example

If the hiring official is
familiar with professional
standards, individuals with

It is sometimes difficult to
assign credit to just one
person (for example, in the

Publications in professional
journals, patents,
prizes/awards, etc.

substantial professional case of joint authorship).
experience will be e Professional standards
identifiable vary, but are often
e Time effective perceived to have the same
e Beneficial when used credibility.
along with other
assessment methods (e.g.,
in a structured interview
an applicant may speak of
professional experiences
in answering interview
questions)
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Professional Certification

A professional certification is an indicator of proficiency recognized by a specific professional

community or industry.

Certification programs are generally required when there is a need to ensure a basic level of a
competency. Many jobs involving public safety and public health require certification.

Advantages

Disadvantages

Example

e Provides comprehensive
competency assessment

e Ensures a basic level of
proficiency.

Agencies requiring
certification as a
condition of employment
must demonstrate that
people without the
certification cannot
perform the job

Only provides
information as to whether
someone is certified or
not certified; does not
differentiate among those
who are certified

Certified Public Accountant
(CPA) Certificate — This
certificate serves as a permit
to practice public accounting.
To obtain a CPA Certificate a
person must:

e Complete a program of
study (usually 150 credit
hours) in accounting at a
college/university;

e Pass the Uniform CPA
Examination, which is
developed and graded by
the American Institute of
Certified Public
Accountants (AICPA);
and

e Have a certain amount of
professional work
experience in public
accounting
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Section D - Submit Request to the Delegated Examining Officer

Introduction

As an HR Specialist you have conducted your job analysis and chosen your assessment tool(s)
and are now ready to submit your request to your delegated examining officer (DEO).

Recommended Form

When using the delegated examining process, you should provide information documenting the
significant facts about the job that you want filled. For this purpose, we recommend using the
Standard Form (SF) 39, Request for Referral of Eligibles, because it is a comprehensive
document that identifies all required information. You may download a copy of the SF 39 from
OPM’s web site, www.opm.gov/forms. However, its use is not mandatory.

Submitting Your Request

If you choose to use an SF 39, you may use one SF 39 for multiple vacancies for the same
position (e.g., GS-05/07/09), type of appointment, and work schedule.

We recommend that you annotate the request for Certification of Eligibles (or SF 39 if it is
used) with the receipt date to help you track the timeliness of the certification process. You
should then review the request document or the SF 39, to ensure that it contains all the
information necessary to issue a certificate. The SF 39 or request document should be
accompanied by the appropriate position description(s).
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Section E — References

The following table provides a list of sources pertaining to the topics covered by this section:

Topic Reference
Personnel actions to conform with civil service rules 5 U.S.C. 2301 and 2302
38 U.S.C. 4214
5 CFR part 302
Experts and consultants 5U.S.C. 3109
Appointment of veterans with compensable service- 5U.S.C.3112
connected disability of 30% or more 5 CFR part 316
Laws requiring agencies to report to OPM and DOL 5U.S.C. 3327

vacancies in the competitive service and Senior
Executive Service

5 CFR part 330

Appointment for current and former employees of the
Administrative Office of the U.S. Courts

28 U.S.C. 602

Appointments for current and former employees of the
General Accounting Office

31 U.S.C. 732(g)

Interchange agreements

Civil Service Rule 6.7

Schedule A and B appointments

5 CFR part 213

Job analysis regulations

5 CFR part 300

Veterans Recruitment Appointment

5 CFR part 307

Career-conditional appointment

5 CFR part 315

Reinstatement

5 CFR part 315 subpart D

Term employment

5 CFR part 316 subpart C

Temporary limited appointment

5 CFR part 316 subpart D

Reappointment on the basis of being a former temporary
employee of the agency who was originally appointed
from a Certificate of Eligibles;

Reappointment on the basis of being a former temporary
employee of the agency who was originally appointed
from a Certificate of Eligibles and who sustained a
compensable injury while serving on a temporary
appointment

5 CFR 316.402(b)(8)

Recruitment, selection, placement (general)

5 CFR part 330

Competitive examining procedures

5 CFR part 332

Promotion and internal placement

5 CFR part 335

Direct-hire authority

5 CFR part 337

Qualification requirements (general)

5 CFR part 338

Uniform Guidelines on Employee Selection Procedures

29 CFR part 1607

https://www.gpo.gov/fdsys/pkg/CF

R-2018-title29-vol4/xml/CFR-

2018-title29-vol4-part1 607.xml
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Topic

Reference

O